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ABSTRACT 

This booklet, which is designed as a how-to guide for 
training and development professionals, contains guidelines for 
developing and implementing work force education programs that 
include education, skills and training components. The rationale for 
work force education is presented. The general charac ter is t i cs and 
limitations of existing programs are examined. Discussed in a section 
on corporate literacy programs are book and paper/pencil programs and 
common problems in corporate programs. Case studies of existing work 
force education programs for managers/professionals and production, 
technical, service, and office support employees at U.S. companies 
are presented. Presented next are some general training concepts that 
emerge from the case studies in relation to the following topics: 
time, application of new learning to existing knowledge, continuous 
feedback and assessment, metacognition (learning how to learn), and 
motivation. General guidelines for developing computer-based work 
force education programs are presented along with an index of 
workplace and adult basic skills software. Lists of 37 software 
publ isher/dis t r ibutors and 18 recommended articles/books are 
provided. Concluding the booklet is a list of eight best training 
practices. (MN) 



* * * * * * * * * ****** * * * * * * * * * * ******** * ********** * * * * * * * * * * * * * * * * * ********** 

* Reproductions supplied by EDRS are the best that can be made * 

* from the original document. * 

*********************************************************************** 





-LINE 

Practical Guidelines 
for Training and 
Development Professionals 




Workforce Education: 
Improving 
Educational Skills 







I TO THE EDUCATIONAL RESOURCES 
I INFORMATION CENTER (ERICL” 



4ASTD 

| American Socikty 
kor Training and 
Dkvki.opmknt 




BEST COPY AVAILABLE 




October 1993 
Issue 9310 



Business Basics 





